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Chapter 15 -- The ltem Status Screen

The Item Status screen can be accessed several different ways. The simplest is
to press the F5 key. It can be accessed from the Search (Alt + R) menu by
selecting for Copies by barcode (Alt + B), from the Circulation (Alt + C) menu
by selecting Show Item Status by Barcode (Alt + B), and from the Cataloging
(Alt + G) menu by selecting Display Item (Alt + B).

* 1: hm-cat1@HMMPL-sarahtest.dev.evergreen.lib.in.us

File Edit Search Circulation Catsloging Acguisitions (Preview) Admin ()
1739.50 | 2Item Status g

Item Status

Scan Item

LHIE Subrmit ] l Upload From File ] Actions for Catalogers  Actions for Selected Items

| Alert Message Barcode Call Number Due Date Location Status Title B

Trim List (20 rows) [ ] Strict Barcode

The Item Status screen conveniently displays item information. You can view
item information for many items at once, and make changes either singly or in
batches.
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Checking Your Work Using the Item Status Screen

The Item Status screen is a good way to check that you’ve applied the correct
item information to newly cataloged items. To check your work, simply scan,
enter or paste the barcodes of the items you wish to check into the barcode field.
If you paste or enter the barcodes, you will need to hit Enter or click Submit (Alt
+ T) after each barcode.

Item information will display on the screen. You can use the column picker to
select the information you wish to display, including all fields that you want to
check, such as the Price, ltem location, Circulation Modifier, Circulation, Loan
Duration, etc. See Chapter 4 - Using the Column Picker, if needed.

*1: hm-cat1@HMMPL -sarahc.evergreen. lib.in.us

File Edit Search Circulation  Cataloging  Acquisitions (Preview) Admin {-)
1239.50 | 2 Record Buckets | 3 Item Status | &8
Item Status
33946000336532 -

Scan Item

Barcode: Submit ] [gpload From File ] Actions for Catalogers  Actions Far Selecked Irems
| Barcode Call Murnber Author Title: Location Circula... | Loan.. | Price | Status B3
f:Ei:Ei 000336... SC CHRIST MacLeod, Charlotte,  Christmas stalkings @ kales of wul...  Large Print . 2nd Floor  book Mormal 0.00  Awailable
33946001927 ... SC CAMDY Candy cane rmurder Fiction . 2nd Floor boak. Mormal 16,00 Damnaged |
33946002277, 6399 MCCLOUD McCloud, Stephen D, Saving the big cats the Exatic Fel... Mew Books . 2nd Floor  book new Marmal 39,95 In process
33946002251 ... TEEM FIC FRAZER  Frazer, Megan. Secrets of truth & beauty Teen . 2nd Floar baok Mormal 15.99  In process

List Actions + l [ Prink l Trirn Lisk (20 rows)  [] Strict Barcode

From this screen, it is possible to change call numbers and edit item attributes,
so if you notice an error in your work, it is very easy to correct it.
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Using the Item Status Screen to Make Changes to Multiple Items

The Item Status screen is also very useful for making changes to multiple items
at once. You can make changes with the Copy Editor, or change call numbers.

To change call numbers for multiple items, scan, enter or paste your barcodes in
the barcode box. When your items are displayed on the screen, highlight all the
items you wish to edit. Only the highlighted items will be affected.

Changing Call Numbers from the Item Status Screen

To change call numbers from the ltem Status Screen, scan, enter or paste your
barcodes in the barcode box. When your items are displayed on the screen,
highlight all the items you wish to edit. Only the highlighted items will be affected.

Then access the volume editor. Under Actions for Catalogers (Alt + F) select
Edit Volumes.
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*1: hm-cat1@HMMPL sarahc.evergreen. lib.in.us

Fle Edt Search Circulstion Cataloging  Acquisitions (Preview) Admin (2]

123950 | 2 Record Buckets | 3 ltem Status | 4 b Record: 0cnz61176607 | 5 Bb Record: 0n316019572 | & Bib Record: ocn495380783 | 7 Catalog | a8

Item Status

Scan Item

Barcode:

| [ Subrmit ] [QP‘Uad From File ] LY e e Actions For Selected Ttems

Copy to Clipboard

Add to Ttem Bucket

Show in Catalog

Showe Ikem Details

Show Last Few Circulations

Edit Item Attributes
TransFer Ikems ko Previously Marked Yolume

Add Yolumes
[Mark Library as Wolume Transfer Destination

Add Ttems

Edit Yolumes

[Mark Yolume as Ikem Transfer Destination
TransFer Yalumes to Previously Marked Library

Delete Thems
Delete Yolumes

Mark Item Damaged
[Mark Item Missing

Print Spine Label

List Actions ~ Pririt [] Trim List (20 rows) ] Strick Barcode Replace Barcode

Save Columns

The Volume Editor will open. See Chapter 8 -- Changing Call Numbers if
further information on changing call numbers is needed.

When changing multiple call numbers, the volume editor will open for each item
in succession. Even if you want to give all the items the same call number, you
have to change each call number individually. After you modify one, the volume
editor will open for the next volume. If you have multiple volumes from one
record, they will all display in the Volume Editor at once.

NOTE: The Item Status screen does not automatically refresh when you edit
volumes, so your changes will not be displayed on the screen.
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To view your changes, you can scan or enter the barcode again to view your
changes, as seen below. The barcode for the first and last item is the same, but
the call number is different.

*1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in.us

Fil= Edit 3Search Circulation  Cataloging
1 739,50 3 Item Status

It«
33
Scan Item
Barcods: Submit ] [gpln:nad Fram File ]

Alert... | Barcode Call Mumber Circ Modi. .
33946002075526 LR 636.8 PIPE LEVELED READER-03 bioak,
33946002075515 LR 636 PIPE LEVELED READER-03 bioak,
33946002075526 LR 636.7 PIPE LEVELED READER-03 bioak,

Making Batch Edits with the Copy Editor from the Item Status Screen

Editing item attributes with the Copy Editor from the ltem Status screen is very
useful, and a big time saver, since it allows you to do batch edits.

Highlight the line of the item or items you wish to change, then select Edit Item
Attributes from the Actions for Catalogers (Alt + F) menu, the Actions for
Selected Items (Alt + S) menu, or from the drop down list when you right click
on the line of the item you wish to change, as seen below:
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1: hm-cat1@HMMPL-sarahc.evergreen.lib.in. us

¢ File Edt Search Circulation  Cataloging
k|1 Z£39.50 | 3 Ikem Skatus

; Item
- 3394600:
Scan Item
Barcode: | [ Subrmit ] [ Upload Fraom File I
Alert...  Barcode Call Murmber Circ Modi... | Loa...

33946002075515 LR 636 PIPE LEVELED READER-O3

33046002075526 LR 636.7 PIPE LEVELED READER-03
Copy to Clipboard
fdd to Tkem Bucket
Shiow in Catalog

book. Mormal

Showe Tkem Details

E Show Last Few Circulations

b Edit Ikem Attribukes

Mark Thar Marmansd

The Copy Editor will open. See Using the Copy Editor to Make Changes on
page 7.1 if further information on editing item attributes is needed. When you’ve
made changes with the Copy Editor, your changes will be reflected, on the Item
Status screen. Note the change in loan duration below:

1: hm-cat1@HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulakion  Cakalaging
1 739,50 3 Item Status

Item Si
3394600207
Scan Item
Barcode: | [ Submit ] [uplu:uad Fraom File]
Alert,,, | Barcode Call Mumber Circ Maodi... | Loa... | L
33946002075515 LR 636 PIPE LEVELED READER-0O3 bioal:, Mormal  Le
33946002075526 LR 636.7 PIPE LEVELED READER-03 bioak, Short L

NOTE: Opening the Copy Editor for a particular item refreshes that item on the
Item Status screen, so you can view changes to volumes by opening and closing
the Copy Editor for that item.

Last Updated: 11/22/2010
1.6.0.0

15.6



Evergreen Indiana Cataloging Training Manual
Chapter 15 — The ltem Status Screen

Another useful feature for checking your work in the ltem Status screen, is the
Show in Catalog (Alt + S) function. This function is useful if you wish to view
the MARC record or view holds. It can be accessed from the Actions for
Catlogers (Alt + F) menu, as shown below, the Actions for Selected Iltems (Alt
+ S) menu, or by right-clicking on an item line.

1: hm-cat1@HMMPL -sarahc.evergreen.lib.in. us

+  Edit  Search Circulation  Cataloging Admin () He

39,50 3 Item Status

Item Status
33946002076128 -

Scan Item

Barcode: ‘ I subrrit I [gplnad From File I P e WL Actions for Selected Ttems

Circ Modi...

Alert... Call Murnber Location

Copy to Clipboard
Add Items to Bucksts

Show in Catalog

Barcode Loa...

Shrua Tram Nakails

The record will open up in a new tab in your default view. If you select multiple
items, a new tab will open for each record. Note the new tabs below:

1: hm-cat1@HMMPL -sarahc.evergreen. lih.in. us

Ele Edit Search Circulation  Cataloging Adrin {2}

1739.50 | 3 Item Status [4_Eib Record: 552571955 | 5 Bib Record: 6134619]

Item Status

33946002076128 -
Scan Item
Barcode: || | [ Submit ] [Uj\oad From File ] Actions For Catalogers  Actions For Selected Tkems
Alert...  Barcode Call Murnber Circ Modi.., | Loa.. | Location Price | St..  Tite =
33946002076125 FIC GREEM book Mormal  Teen . 2nd Floor 16,99  Inp... Anabundance of Katherines
3946002076003 FIC ANDERSOM, J0ODI LYRN book Mormal  Teen . Zznd Floor 16.99 Inp... Love and peaches

To clear the items displayed in the ltem Status display, simply hit the F5 key, or
re-access the Item Status screen through any of the other options listed on page
16.1. Unfortunately, you cannot clear individual items from the screen.
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* 1: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us E”E|g|
Admin (=)

a8

File Edit Search Circulakion  Cataloging — Acquisitions {Preview)

1239.50 | 2 Record Buckets | 3 Item Status |

Item Status

Scan Item
Barcods: | | [ Subrit l [ Uplaad From File ] Actions for Catalogers  Actions For Selected Items
Barc...  Call Mumber Author Title Location =]

List Actions = ] ’ Print ] [] strict Barcode

Note the check box at the bottom of the screen labeled “Trim List (20 rows)”.
If there is a green check mark in the box, your items displayed will be limited to
20 items. The items at the bottom of the list will disappear from the screen as
you add more items.
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*1: hm-cat1@HMMPL sarahc.evergreen. lib.in.us

Fle Edt Search Circulstion Cataloging  Acquisitions (Preview) Admin (2]
123950 | 2 Record Buckets | 3 ltem Status | 4 b Record: 0cnz61176607 | 5 Bb Record: 0n316019572 | & Bib Record: ocn495380783 | 7 Catalog | (=]
Item Status
33946002288434 -

Scan Item -
Baloisy | [ Submic ] [QP‘Uad Fram File ] Actions for Catalogers  Actions For Selected Ttems

Copy to Clipboard

Add to Ikem Bucket

Show in Catalog

Showe Tkem Details

Showe Last Few Circulations

Edit Item Attributes

Mark Item Damaged

Mark Item Missing
Abort Transits
Check In Ikems
Renew [tems

Print Spine Label
Replace Barcode
Save Columns

List Actions Brint [ Trim List (20 rows)  [] Strick Barcode

Select multiple items displayed on the screen, and access the Copy Editor by
right-clicking one of the item lines and selecting Edit Iltem Attributes (ALT + E),
or use one of the other ways explained on page 15.4 in Checking Your Work
with the Item Status Screen.

Last Updated: 11/22/2010
1.6.0.0

15.9



Evergreen Indiana Cataloging Training Manual
Chapter 15 — The ltem Status Screen

The Copy Editor will display the information for all the items you have selected:

* Copies
Copy Editor
- Juvenile audiobooks - l Apply. u Delete u Imnpart ' Expart l Save I R
Identification Location (1) ] ’ Circulation {2} ] [ Miscellaneous {3) ] [ Statistic
Status Location, Collection Circulate? Alert Message Library Filker
On order 3 copies New Books . 2nd 3 copies Yes 3 copies <Unset> 3 copies EG-IN: Legacy Ite
Flaor Zlnsek >
Barcode Holdable? Deposit?
33996002268434 1 copy Einculationilibracy Yes 3 copies o s EG-IN: Legacy Ite
33946002255426 1 copy HMMPL 3 copies <Unset =
AIVAA0022884158 1 copey Age-based Hold Protection Deposit Amount
Owning Lib : Call Numb 4
el Lt RS s s &manth 3 copies 0.00 3 copies HMMPL : Legacy H
Creation Date HMMPL : B ROVE, 1 copy 2lnsets
Z010-03-11 3 copies AGliE Loan Duration Price
HMMPL @ 641,5636 1 copy g
- SILVERSTOME Long 1 copy 30,00 1 copy HMMPL : Legacy Il
reator HMMPL : 9733 1 copy Mormal 2 copies 29,99 1 copy <lnsek:
hm-cat1 3 copies KIERMAMN 19.99 1 copy
Fine Level
Last Edit Date Copy Mumber Marmal 3 copies OPAL Yisible?
2010-03-15 3 copigs <Unset > 3 copies Yes 3 copies
Circulate as Type
Last Editor Language material 3 copies Reference?
hm-cat1 3 copies Mo 3 copies
Circulation Modifier
book new 3 copies
< |
Modify Copies d
< | >

You can then make any changes you desire, such as changing items from
reference to circulating.

Last Updated: 11/22/2010
1.6.0.0

15.10



Evergreen Indiana Cataloging Training Manual
Chapter 15 — The ltem Status Screen

Note that you can only make changes that you wish to apply to all of the items
you selected. For instance, if you want some of the items to have one shelving
location, and some to have another, you will need to make the changes in the
appropriate batches. In this case, status of all of these items is being changed
from On Order to In Process:

Copy Editor

- Juvenile audiobooks

vl Apply. u Delete u

Irnport ' Export “ Save I R

Identification
In process 3 copies
Barcode

339460022558434 1 copy
F39460022858426 1 copy
F39460022558418 1 copy

Creation Date

2010-03-11 3 copies
Creator
hm-catl 3 copies
Last Edit Date
2010-03-15 3 copies
Last Editor
hm-cat1 3 copies
<
<

Location (1)

]

l

Circulation {2}

l

[ Miscellaneous {3) ]

Statistic:

Location,/Collection

Mew Books . Z2nd
Flaor

3 copies

Circulation Library

HMMPL 3 copies

Owning Lib : Call Number

HMMPL : B ROVE, 1 copy
RCOVE

HMMPL : 641.5636 1 copy
SILYERSTOME

HMMPL @ 975, 3 1 copy
KIERMAN

Copy Number

<Unset > 3 copies

Circulate?
Yes 3 copies
Holdable?
Yes 3 copies

Age-based Hold Protection

amaonth 3 copies
Loan Duration

Long 1 copy
Tormal Z copies
Fine Level

Maormnal 3 copies
Circulate as Type

Language material 3 copies

Circulation Modifier

book new 3 copies

Alert Message

=Unset> 3 copies

Deposit?

M 3 Copies

Deposit Amount

0.00 3 copies
Price

30.00 1 copey
29,99 1 copy
19.99 1 copey
OPAL Visible?
Yes 3 copies
Reference?

M 3 Copies

Library Filter
EG-IN: Legacy Ite
lnset>

EG-IM: Legacy Ite
<lnset >

HMMPL : Legacy H
<lnset >

HMMPL : Legacy Il

<lnset>

Modify Copies d

b3

After you make your changes, click Modify Copies (Alt +M), as usual, and the
dialog box will open, telling you your changes have been made.

The page at hitp:ffevergreen.lib.in.us says:

' Items were added or modified.

3

Click OK, or press Enter.
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Your changes will now be reflected on the Item Status Screen:

*11: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us

Fle Edit Search Circulstion  Cataloging — Acquisitions (Preview) Admin (=)
1739.50 | 2 Record Buckets | 3 Ikem Status | 4 Bib Record: ocn261176607 | S Bib Recard: ocn316019572 | 6 Bib Record: acn495830759 || 7 Catalog 8

Item Status

33946002288434 -

Scan Item

Btz Submit ] [ Upload From File ] Actions for Catalogers  Actions For Selected Ttems
Earcode Call Number Author Title Location Circulat... | Loa..| Pri.. Status B

33046002266416 9735.3 KIERNAN Kiernan, Denise. Signing their lives away the Fame and misfortune of th... New Books . Znd Floor — book new  Mormal 19.59(Tn process

33946002286426 641,5636 SILYERSTOMNE  Silverstone, Alicia. The kind diet : a simple guide to feeling great, losing w... New Books , 2nd Floor ook new  Mormal 29,99(In process

33046002266434 B ROVE, ROYE Fove, Karl, Courage and consequence : my life as a conservative ... New Books . 2nd Floor  booknew Long  30.00LIn process

List Actions ~ [ Trim List (20 rows)  [] Strict Barcode

Saving Report Data in Excel for Use with the Item Status Screen

If you have a list of barcodes from a report that you wish to work with in the ltem
Status Screen, you can save this as a text file (.txt) or CSV file (.csv), and import
the barcodes to the Item Status screen. You cannot import the data straight from
an Excel (.xlIs) file.

This is really useful when you are making mass changes based on report data,
for instance, if you want to change the loan duration for all the items with a
particular circ modifier. You can create a report listing all the items with that circ
modifier.

If your report contains only barcodes, and you have your results output as an
Excel file, you can simply save the file as a text file (.txt) or a CSV file (.csv). If
your report contains more than 200 barcodes, skipping to Using Notepad to
Save Report Data as a Text File on page 15.13 is recommended.

NOTE: It is not necessary to re-format the Excel report before you save the file,
as seen below.
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From the File menu, select Save As.

E3 Microsoft Excel - Book1

@I_] File | Edit  Miew Insert  Formakt  Tools Daka  Window  Help

il Save Ctrl+s |ﬁ|'—'€l L"ﬂv|"]v|$ x '%llﬂ

| S e | > | A = i | ¥4 Reply with Change:

i _ = A
A | B | ¢ | D | E | F
3.39E+13

3.39E+13 | _I

3.39E+13

3.39E+13

3.39E+13

3.39E+13

o L kd| —

The Save As Window will open. In the Save as Type box, select Text (Tab
delimited) or CSV (Comma delimited):

Save As @

Save in: |B My Diocuments V| & - (3| ﬁ X G EE

* Tools =

Dc_

@My Music
My Recent | |2 my pictures
Documents @My Yideos

E

=

Deskiop

¥

My Documents

%

My Computer

£

File name: |B.;..;.k1 bt b | [ Save l

My Metwiork,
Places 3ave as Lype: TEe::-::t iTab delimited) (* bk
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Make sure you save remember where you save the file, for instance, your
desktop, or a particular folder. Give the file a name you’ll recognize, such as
barcodes. Then click the Save button:

Save As @
vi @ -~ ;ll'il X i B3 - Tools +

Save in:

[ lEMy Dacuments
k 'j My Compuker

My Recent Wy Metwaork Places
Documents

9

My Compuker

- File pame:  |barcodes, bxt v Save
My Mekwork, - | {I:- = -:D'

Places Save as LyPe! | Text (Tab delimited) (* txt) v| Cancel

If you choose text, you will get the following alert:

barcodes1.bxt may contain Features that are not compatible with Text (Tab delimited). Do wou want to keep the
workbook in this format?

L
\%‘) « To keep this Format, which leaves out any incompatible Features, click Yes.
« To preserve the Features, click Mo, Then save a copy in the latest Excel Format.
« To see what might be lost, click Help,

[ Yes ] [ Mo l [ Help ]

Click the Yes button. Then proceed to Importing Data to the Item Status
Screen from a File on page 15.17.

Using Notepad to Save Report Data as a Text File

If your report has more than 200 barcodes, or has other fields in addition to
barcodes which you do not wish to delete, you can copy the barcodes to Notepad
to save the file.

Highlight the barcodes you’d like to import, then type Ctrl + C or right click and
select copy to copy the barcode fields. The more barcodes you import at a time
the longer they will take to import and to edit. 100 or fewer is fairly manageable.
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If you want to select all the barcodes, click on the head of the column. Note that
the report below has been formatted so that the full barcodes can be viewed, but
this is not necessary.

&1 Microsoft Excel - juvD¥DUGUY. x

@] File Edit Wiew Insert Format  Tools Dakta  Window  Help

P0G 3 S B B0 -8 = -4 e

EIR T W M I T W | [ =4 | Reply with Changes... End Beview,.. !
(52358 - f 3394B001947859
A [ 8 [ ¢ [ o [ E | F NN -

238 |Available | dvd Audio WisUB LINCOLM, ABRAHZ abraham li]  33946001947899)
239 |Available | dvd Audio %isu B LINCOLMN, ABRAHE abraham lif 33245001243653
240|Available | dvd Audio WisL B MICHELANGELD, Imichelang)  33946002025251
247 |Available | dvd Audio WistB MONET, MONET  'monet F3846002025225
242 | Available | dvd Audio %isLB NIGHTINGALE, FL(flarence nij  33945001843523
243 |Available | dvd Audio WisLB PASTEUR, LOUIS louis pastqd 339460019467 54
244 | Available | dvd Audio WisLB PASTEUR, LOUIS louis pastq  33946001249595
245 | Available | dvd Audio YisL B POCAHONTAS, Plpocahonta)  33245001843630
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Next, open Notepad. If you are using a Windows PC, click on the Start button,

click Accessories, and then select Notepad:

MR AU DS JpugLe

240|Available | dvd
247 |Available | dvd
242 | Available | dvd
243 |Awailable | dvd
244 | Available | dvd

Y €

Adobe

Games

Microsoft OFfice
Powertoys For windows %P
RealvhC

' Internet Sirsi

(4 Inkernet Explorer

@I__I E-mail
Al Microsoft Office Outl

Startup
Symantec Client Security

Ws_FTP

0080008080

Internet Explorer
¥ MM Explorer
@ Qutlook Express

fo PEmMObe Assistance

@ Windows Media Player

- ﬂ Windows Messenger
wedl Caloulakor

.'E:’l QCLC Connexion
QuickTirme
fhj Apple Software Update

Microsoft Cffice Exce

wordPad £ OCLC Connesion Client 2.1

Evergreen Staff Client

All Programs % Codec Pack

Dive

videoLAN

r e

1w Start {5t B8 adobe Reader 9

chelang  33946002025251
Accessibility L
» Cammunications 3
4 Entertainment P:

- Address Book
Calculakor
Zommand Prompt
Motepad
Paint
Program Compatibility Wizard
Synchronize

Tour Windows P

@@=

E—;? Windows Explorer

@ Windows Movie Maker
4 wordrad

System Tools (38

':!.., Remote Deskkop Conneckion

e wa:  33946001547840
icant 3394600053093
nerice  33946002053350
goes  3394B00Z053333
goes 339400053341
nansi  33946001614812
ina b: 33946001537 401
33946001635447

- Microsaft Excel -, .,

E' BARCODES
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A Notepad window will open:

[ Untitled - Notepad |Z||E|[Z|
File Edit Format Miew Help

Type Ctrl + V or right click and select Paste to paste your barcodes into the
Notepad:

[ Untitled - Notepad |Z||E|[Z|
File Edit Format Miew Help

33046001857809
335460019158791
3384600191 87a67
3304600191877F5
335946001918785
3384500191880%9
33046001885586
3359460015857584
3304600188557
33046002035111
335946002001241
33045001807895
335460015853014
338446002100936
33046002100159
335946002146665
33046002010929
33046002001258
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Save the Notepad as a text file. Give it a name you will remember, such as
barcodes, and remember where you save it—whether to your desktop a
particular drive or folder. It needs to have a file extension of .txt

Save As @

Save in: |@' Deskbop vl e I i

_E_ ﬂM';.f Documents
[ :} My Compuker
My Recent ‘QM';; Metwork, Places

Documents | [£] BARCODES, bxt
([

Desktop

2

by Documents

o

tdy Computer

L File narme: 'BARCODES] b vl [ sae |
My Network | Save as type: | Text Documents [* k) w | [ Cancel ]
Encoding: |,.f_-.,N5| W |
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Importing Data to the Item Status Screen from a File

Hit the F5 key or use one of the other methods from p. 15.1 to bring up the ltem
Status screen. Then click the Upload from File button.

* 1: hm-cat1 @HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulation  Cakalaging

Scan Item

Barcode: | [ Subrnit ] ([gplcuad From File])

Barcode Zall Mumber Circ Ma...

The Import Barcode File window will open up. If your file is not displayed in the
list, you may have to click the Look in box to navigate to the correct drive or
folder:

Import Barcode File

Look in: @' Dezktop w 3 & P -
j % My Recent Documents X -
5 ﬁ b OCLC Connexion Client 2,1
L‘sﬁ () My Documerts TimeTrex Time and Attendance - Sec.
My Recent :} My Computer WLCFree_S676.exe
Diocuments ﬂ- 3% Flappy (4] WinSCPa
= age Local Disk [C:)
[ '), DVD/CD-RW Drive (D7)
Dieskiop ,;g cataloging on 'zfile' [L:)
=% zarahc on 'ZhileHomed' [F:]
5 I ,;g ZPL Share on '2ile' [5:]
'j & My Metwork Places
=
MR et ﬁ?nternet Explorer
B juvDvDoe09, xls
i @_]MF'.F'\C Edit error 20090406, vt
-3])'3 B MaRC Edit second error 20090406, 1t
: Lp| Micrasaft Office Dutlack 2003 (2)
by Computer
& *
‘g File name: | b | [ Open l
MyMetwork  Filesoftype: | &llFiles v | concel |
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Click on your file name. When it appears in the File Name box, click the Open
button:

Import Barcode File

Laak in: | (& Desktop w | D P -
Ty @My Dacurnents 5' OCLC Connexian Client 2.1
bﬁ :J My Computer £ TimeTrex Time and Attendance - Sec.
My Recent ‘QM';.f Mebwaork Places A YLCFree 8676 .exe
Documents B8 sdobe Reader 9 Z5winscP3

= [ E Dives Converker
Uﬁ B Div Flayver

Desktop ﬁ&r Evergreen Staff Client
Ee WL media player
. SR CODES. Ext
.-.j s evergreen-setup-rel_1_2_3_1.exe

@Internet Explorer
B juvDvD0609, xls
B MaRC Edit error 20090406, rkF

gg B MARC Edit second error 20090406, rtF
| Microsaft Office Outlook 2003 (2)

by Documents

by Computer

¢ | >
‘g File name: BARCODES bt v [ open |
MyMNetwork | Filesof type: | All Files v| | conce |

Last Updated: 11/22/2010
1.6.0.0

15.20



Evergreen Indiana Cataloging Training Manual
Chapter 15 — The ltem Status Screen

Your barcodes will be imported. If you have many in the file it may take a few
minutes:

* 1: hm-cat1 @HMMPL sarahc.evergreen. li

Eile Edit Search Circulation  Cataloging  Acguisitions (Preview) Admin (=)
L Z39.50 | 2 Record Buckets | 3 Ttem Status a

Item Status

Scan Item
Boleecy Actions for Catalogers  Actions For Selected Items
Barcode Call Mumber Author Title Location Circ.. Lo Pr.. Status (BB
33946000808, B OURAY, SHAUGHMESSY Shaughnessy, Diane. Chief Quray : Ute peacemaker Man-Fiction - 1st Flaar bock  Meor.. 0.00 Available
33946000275 B OSCEOL, ROTHAU Rothaus, James R, Osceola Seminole Indian war chief (1803-1838)  Mon-Fiction - 1st Floor book  Mor.. 0.00 Available
33946001983, B OSBORNE, BAMTING Banting, Einn. Maty Pope Osborne Mon-Fiction - 1st Floor book  Mor.. 26... Available
33946000700, B O'NEAL, UNGS ungs, Tim. Shaquille O'Heal Mon-Fiction - 1st Floor book  Mor.. 0,00 Available
33946000365, B O'NEAL, TOWNSE Townsend, Brad, Shaguille O'Meal center of attention Mon-Fiction - 1st Floor book  Nor.. 0,00 Available
33946001556, B O'NEAL, STOUT Stout, Glenn ©n the court with--Shaguille O'Neal Mon-Fiction - 1st Floor book  Nor... 14... Checked.
33946000414 ... B O'NEAL, COX Cax, Ted. Shaquille O'Meal Shaq attack. Man-Fiction - 1st Flaar book  Meor.. 0.00 Available

33946002239, B O'MEAL, BERNSTEIN Bernstein, Ross. shaquille O'Meal Man-Fiction - 1st Flaar bock  Meor.. 23... Available

E ] MLEY e 5 - 15k Floor 0

33946002202 B OMIDYAR, WOOG Woog, Adam Pietre M. Omidyar : creator of eBay Mon-Fiction - 1st Floor book  Mor.. 27... Awvailable
33946001517 ... B OLSEM, TRACY Tracy, Kathleen, Maty-Kate and Ashley Clsen Mon-Fiction - 1st Floor book  Mor.. 16... Available
33946001391 ... B OLSEM, TRACY Tracy, Kathleen, Mary Kate and Ashley Olsen Mon-Fiction - 1st Floor book  Nor.. 0,00 Available
33946000546, B OLMSTE, DUNLAP Dunlap, Julie, Parks for the people a story about Frederick Law... Non-Fiction - 1st Floor book  Nor.. 0,00 Available
33946000727 ... B OLMOS, CARRILLO arrilla, Louis. Edward James Olmos Man-Fiction - 1st Flaar bock  Meor.. 0.00 Available
33946000919, B OLAJUWON, CHRISTOPHER Christapher, Matt., O the court with-- Hakeem Olajuwan Man-Fiction - 1st Flaar book  Meor.. 0.00 Available
339460002589 B OLAIUW, HARVEY Harvey, Miles, Hakeem Olajuwon the dream Mon-Fiction - 1st Floor book  Mor.. 0.00 Available
33946000586 B O'WEEFFE, LOWERY Lowery, Linda. Georgia O'Keeffe Mon-Fiction - 1st Floor book  Mor.. 0.00 Awvailable
33946000953 ... B O'KEEFE, WINTER Winker, Jeanette, My name is Georgia a portrait Mon-Fiction - 1st Floor book  Mor.. 16.. Available
33946001593 ... B O'WEEF, YEMEZL Yenezia, Mike, Georgia O'Keeffe Mon-Fiction - 1st Floor book  Nor.. 26... Available
33946000357 ... B O'KEEF, BALL Ball, Jacqueline A, Georgia O'Keeffe : painter of the desert Mon-Fiction - 1st Floor book  Nor.. 14, Available
33946001161, B OGLETHORPE, LOMMEL Lomel, Caokie, James Ogletharpe humanitarian and soldier Man-Fiction - 1st Flaar book  Meor.. 0.00 Available

[ Trim List (20 rows) ] Strict Barcode

NOTE: If you are importing a file with more than 20 barcodes, you need to make
sure that you do not have the Trim List box checked. It should be empty as
shown below:

33946000586, B O'WEEFFE, LOWERY Lowery, Linda,
33246000953... B O'WEEFE, "WINTER. Winker, Jeanette,
33946001593, B O'KEEF, WENEZL Yenezia, Mike,
33946000357, B O'WEEF, BALL Ball, Jacqueling 4.
33946001161 B OGLETHORPE, LOMMEL Lommel, Cookie,
List Ackions - | | Prink | ‘w} |:| Skrick Barcode

Once your barcodes are imported, you can make any desired edits. See Using
the Item Status Screen to Make Changes to Multiple Items on page 15.6, if
needed.

TIP: If you are changing call numbers from a file of barcodes, once you've made
your changes you can hit F5 to clear the screen and re-import the file to view
your changes.
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